Welcome to the Washington Service Corps Family
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AmeriCorps State and National

e Largest branch of
AmeriCorps

* About 80,000 positions each
year

* Serving with more than 2,600
organizations

e AmeriCorps members
address critical needs in
communities across America

* National partners include
state and local programs like
the Washington Service
Corps
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~ “Washington Service Corps Overview

Washington Service Corps (WSC)

* Statewide program with about 651 AmeriCorps and VISTA members
* Created in 1983, by the WA State Legislature

* Part of the Employment Security Department

* Programs address unmet community needs related to Disaster

Preparedness, Economic Opportunity, Education, Environmental
Stewardship, Healthy Futures and Veterans & Families

* Creative partnerships with local government entities, faith and
community-based organizations and nonprofit agencies
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Corporation for National & Community Service (CNCS)

wRICo
*

Washington State Commission for National The Corporation for National & Community

& Community Service (WCNCS) Service Washington State Office (VISTA)
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Washington State
Employment Security
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EMPLOYMENT SECURITY DEPARTMENT
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WSC Teams
276 Members

Individual Placement VISTA
and Special Programs
289 Members

30 Memberts

|

Washington
Reading Corps

56 Members
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Lorraine Coots, IP Lead
360-725-9544
lcoots@esd.wa.gov

Robert Brader, SP Coordinator
360-725-9534

rbrader@esd.wa.gov

Ktis Smock, IP Coordinator
360-725-9537
ksmock@esd.wa.gov

Sidra Fields, IP
Coordinator
360-725-9538
sfields@esd.wa.gov




S ¢ Focus Areas of Service

289 Individual Placement and Special
Programs Members at 190 different sites

< Disaster Preparedness: 10 sites

< Economic Opportunity: 51 sites

< Education: 47 sites

< Environmental Stewardship: 42 sites
< Healthy Futures: 35 sites

% Veterans: 5 sites
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Individual Placement Sites
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Focus Area MName of Host Site Organization County Website - IP only
-1 = -l
Economic Opporiunity Asian Counseling and Referral Service King heps/ fwww acrs.org/
Economic Opporiunity Bellevue College King sge.edu/
Economic Opportunity Catholic Charities of Spokane HOC Shelter Spokane ccharitiesspokane.cre/?page=2
Economic Oppartunity Catholic Charities of Spokane 5t. Margaret's Community Warehouse Spokane ccharitiesspokane.cre/?page=2
Economic Opporiunity Cathelic Charities of Spokane Vinegar Flats Garden Project Spokane ad ccharitiesspokane.ore/?page=2
Economic Opportunity GRUB in the Schools Thurston htte v.zooderub.oref
Economic Oppartunity LEAP King hrrp eap.org/
Economic Opporiunity Lutheran Community Services Northwest Clark http v lesnw.ora/
Economic Opportunity Lutheran Community Services Northwest Clark htip v lcsnve.ore/
Economic Opporiunity Municipal Court of seattle King hetps/fwww seattle govicourts/
Economic Opporiunity Meighborhood House Rainer Vista Tech Center King http://newrainiervista.com/public/2011/01/neighbo
house-tech-center-news/
Economic Opportunity Pacific Mountain Workforce Development Council Thurston http:/ fwww. pacmountainworkforce.com/
Economic Opporiunity Pike Market Senior Center/Downtown Food Bank King http:/fwww pikemarketsenicreenter.org/
Economic Opporiunity Seatile Parks and Recreation King httpe v.seattle.oov/parks/
Economic Opporiunity Seattle Parks and Recreation King http v.seattle.gov/parks/
Economic Opportunity Seattle Parks and Recreation King http:/ fwww . seattle gov/parks/
Economic Opporiunity Shalom Zone Non-Profit Association dha Rising Out of the Shadows (ROOTS) King http:/fwww.onewarmcoat.org/index.phprfuseactior
yviewdagencyld=3020

Economic Opportunity Skagit Valley Family YMCA - Qasis Teen Shelter Skagit http:/ fwww.skagitymea.ore/
Economic Opporiunity Skills, Incorporated King http:/ fwww.skillsinc.com/
Economic Opporiunity South Whidbey Commons sland http://sguthwhidbeycommons.org/
Economic Opporiunity Southwest Washington Workforce Development Council Clark https/ fwww . swwdo org/
Economic Opportunity Transitional Living for Women dba Transitions Womens Hearth Spokane http:/ fwww. helpdwomen.org/
Economic Oppartunity Transitional Programs for Women New Leaf Spokane hitp:/fwww.helpdwomen.ore/
You can find the list of our sites on our :


http://www.esd.wa.gov/washingtonservicecorps/wsc-americorps-individual-placement-program.php
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~  Memorandum of Understanding

The purpose of the MOU is to establish the compliance expectations of
the WSC Individual Placement and Special Programs.

These expectations are designed to:

R

% Hstablish effective coordination between the sponsoring organizations
and the WSC

< Ensure objectives of the WSC, WA State Commission for National
and Community Service, and the Corporation for National and
Community Service are met

% Ensure a positive service experience for the AmeriCorps members



Member Placement Fee
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$6,000 member placement fee (per member) of non-federal
funds 1s due on or before October 31, 2013. Send payment to
Employment Security Department, PO Box 9046, Olympia,
WA 98507. Sites will be invoiced on or about September 1.

Member placement fee will be pro-rated for any member who
terminates prior to serving 15% (255 hours) of their term of
service. Organizations will not recetve a pro-rated refund if
members serve more than 15% of their term.

10



Fixed Grant — Important Points
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*Timesheet timeliness and accuracy crucial

Each month, WSC funding is based on the number of members
at a given time multiplied by the percentage of hours
completed.

* No opportunity to replace members who
terminate service early

« No quarterly in-kind match requirement

11



Member Service Agreement

The purpose of this

is to provide information about member benefits, rights
and responsibilities, and other expectations and
conditions that govern the term of service with the

WSC.

This service agreement should not be signed by any
party without reviewing the detailed terms outlined in
the document. FEach signature at the end of this
document constitutes an agreement and promise to
comply with all program requirements.

12


http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/americorpsusa-enrollment-forms.php

ﬁ\ Member Position Description
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The Member Position Description outlines: service duties,
supervision, and location and hours of service

An amended position description is required if there is:

« a change in service duties
« a change in supervision
« a change in schedule

13



) \ Policies

Washington Service Corps policy and procedures

Important policies you should know

e £1 Member leave @ (Word, 195 kB)

e £2 Service gear and appearance [ (Word, 186 kB)
e #3 SERVES training institute @ (Word, 188 kB)

e £4 Member grievance @ (Word, 179 kB)

e #5 Member conduct [ (Word, 178 kB)

e £56 Member transfer @ (Word, 192 kB)

e #7 Member deployment @ (Word, 186 kB)

e #8 Reasonable accommodation (Word, 70 kB)
e 0 Member hours and allowable service activities @ (Word, 182 kB)

e #10 Criminal History Background Check Policy

You can access all WSC policies on our website. Read all
policies and review with your member(s). These policies pertain

to members and supervisors.
14
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http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/ql-policy-procedures.php
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/ql-policy-procedures.php

Prohibited Activities
of AmeriCorps Members

Participating in efforts to influence legislation, including state or local
ballot initiatives, or lobbying for the program

Organizing a letter-writing campaign to Congress

Engaging in partisan political activities or other activities designed to
influence the outcome of an election to any public office

Participating in or endorsing events or activities that are likely to include
advocacy for or against political parties, political platforms, political
candidates, proposed legislation, or elected officials

Voter registration drives

15
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§ < Prohibited Activities, cont...
o
6. Organizing or participating in protests, petitions, boycotts or strikes
7. Assisting, promoting or deterring union organizing
8. Impairing existing contracts for services or collective bargaining agreements
9. Engaging in religious instruction, conducting worship services, providing
instruction as part of a program that includes mandatory religious instruction
or worship, constructing or operating facilities devoted to religious instruction
or worship, maintaining facilities primarily or inherently devoted to religious
instruction or worship, or engaging in any form of religious proselytizing
10. Providing a direct benefit to a for-profit entity; a labor union; a partisan

political organization; or an organization engaged 1n religious activities

16
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Prohibited Activities, cont...

Providing abortion services or making referrals to such services
Participating in activities that pose a significant safety risk to participants

Preparing any part of a grant proposal or performing other fundraising
functions to help the program achieve its match requirements, or to pay the
program’s general operating expenses

Fundraising is allowable if it provides direct support to a specific service activity,
falls within the program’s approved objectives, 1s not the primary activity of the
program, and does not exceed 10% of the total hours served for any member

Individnals may exercise their rights as private citizens and may participate in the above activities on
their own initiative, on non-AmeriCorps time, and using non-Corporation funds. The AmeriCorps
logo mnst not be worn while doing so. 17
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Form Ot fom

* Sign this prior

* FREE

* No log-in

* Run and print
before
interviewing

¢ All jurisdictions
checked

* Notes next to
every name

* Initial each page
that you’ve
written on

* Date printed on
bottom

* Mail original
(notes and
initials in ink)
with enrollment
packet

REQUIRED DOCUMENTS

to running

State and FBI

checks
Member

Authorization
form is Page 2

of the
enrollment

packet
Supervisor

Authorization
form is online

Sign and date

Mail original with

complete

enrollment packet

$10 per
name
Non-profits
can run free
checks with
account
(takes 2
weeks to set
up account)

Must print
full results
for each
name, not a
transaction
list

Some
searches
take 1-2
weeks

» Fieldprint e Residence at

time of
> . .
bt mome | application
only * See matrlx‘for
- approved list of
3 glgescan 2- state repositories
b Rur?ysn ] Some states are
e inexpensive,
- , easy, and quick
applicant in .s
e ome are not
receive ¢ Initiate prior to
results sending waiver
before * Accompaniment
sending in
enrollment

» Background Check Information

* For members
only. Not
required for
SUpervisors.

* Page 3 of the
enrollment
packet

* Completed by
Supervisor

* Check the
boxes to show
which
background
checks you’ve
reviewed

* Sign and date

* Mail original
form with
complete
enrollment
packet

18
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@ A S Background Check Guidance
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EMPLOYMENT SECURITY DEPARTMENT

Guide to
Criminal

Background
Checks

19


http://www.esd.wa.gov/washingtonservicecorps/docs/forms/genenrollforms/wsc-criminal-background-check-guide.pdf
http://www.esd.wa.gov/washingtonservicecorps/docs/forms/genenrollforms/wsc-criminal-background-check-guide.pdf

Authorization Form

i) -
Criminal History Background Check Authorization - Member ® Memb ers mus t Slgn

Member Name:

Ers ]
Sponsoring Organization (project agency/site name): a I I d d ate t e

The Washington Service Corps is required by federal law and AmeriCorps regulations to
complete a ciminal history check to ensure that the community is protected, particulary
children, individuals with disabilities, and individuals over G0 years old.

This background check will entail a search of the National Sex Offenders Registry, Washington aut O r]_Z atl O n 0 r m

State Patrol check (WATCH), a check of the state where you lived when you applied for this
position. and a fingerprint-based FBI criminal history check.

ou will mot be officially enrolled in any WSC AmeriCorps position until the sex offender registry.,
WATCH, and FBI checks are complete and cleared by WSC. 5; O u ru I |
+ | allow the Washington Service Corps and its partners to complete a criminal

background check; including NSOFPR, state, and FBI checks.

I understand that the results of these checks will be maintained by Washington

Service Corps and may be shared in the event of an audit.

Amswer the following three questions. Existence of a criminal conviction or juvenile adjudication
may or may mot, depending on the circumstances, disqualify you from consideration.

1. What state did you live in at the time you submitted your AmerCorps application for this

gzt « Page 2 of the Member Enrollment

. Hawe you ever been convicted as an adult, or adjudicated as a juvenile offender, of any
criminal offense by either a civilian or military court, other than minor traffic vielations? acket
[ ¥es [INo Ifyes, please provide date and name of offense, and date of
conviction. (Use the back of page if needed)

. Are you currently facing changes for any offense?
[]¥es [|No [ yes, please provide details, including date of offense, name of
charges filed, and status of charges. (Use the back of page if needad)

| certify that all of the statements made in this authorization are true, correct, and
complete, to the best of my knowledge, and are made in good faith. | understand that any
intentional misrepresentation or omission will result in disqualification or termination as
an AmeriCorps member.

Signature: b= ]
20




NSOPR Instructions

Sex Offender Check Instructions

Run the check:

* Go to hitpheww.nsopw.gov.

+ [Enter First and Last Names in the appropriate fields and click “SEARCH".
Mames musi be entered exacily as they appear on the govemment-issued photo
|0 used to verify identity.

* Read the Conditions of Use and check box to acknowledge terms of NSOPW.

+ Type in the code you see in the box below the acknowledgement and click

“CONTINUE™.
+ Click “Print View" and print the results. Supervisor must print out the results with the

computer-generated print date indicated on the page.

Review and document results:

+ [f there is a message below the individuals name that identifies a jurisdiction could
not be accessed, you must keep this copy and re-run the check later, or the next day
if necessary, until all jurisdictions were checked.

+ |f resulis come back with one or more names on the list, Supervizor must:

Select and review each name to confirm it does not comespend to the applicant.
Make a note next to each mame as to why itis not a match.

MNOTE: Address or location cannot be used to rule out a name on the NSOPR.
Please use name, age, date of birth, gender, race, or picture.

If there isn't enough information on the main results screen to rule out a name,
then you click on the name to view the details on the local jurisdiction’s site. You
do not need to print the detail page. Write a note on the main results printout
stating what you found that ruled them out.

Initial each page of the NSOPR result.

+ If any name on the list cannot be ruled out, then the applicant must provide
evidence that this is not them in order to be eligible to serve. An individual listed
on the National Sex Offender Registry is not eligible to serve or work in any
national service program, including WSC.

Provide the original (all notes and inifials in ink) NSOPR to the WSC with the
applicant's enroliment paperwark.

21
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http://www.nsopw.gov/

Correct NSOPR check

.. RSOPW PRt Vie Page T o1 1
This is a complete e

check with no
records found.

National Sex Offender Search Results

FI st ﬂnd I—'H-St — i records from a nationgl search including all states, territories and Indian Country for First Name like

names spe lled T Marpanne, Last Name |ikt-‘i'ﬂrffﬁjuitc_'-f______---"?

correctly. _—

includes all _— Depending on browser settings, date

jurisdictions. could appear anywhere in header or
footer.

No states listed |
as unavailable. Most common are the bottom-right

and top-left corners.

Computer- R e
ﬂEﬂE‘fﬂtEd dﬂtE. http-tharana rsoprw govden-us’Search/Print v iew I 4162013

22



Incorrect NSOPR check

NSOPW Print View Page 1 of 1

National Sex Offender Search Results

0 records from a national search including all states, territories and Indian Country for First Name like
Muaryanne, Last Name like Smithjone

,_——-"‘_'_'_——-_._——-_-_—_——___-——_-_-—__'_'_“-‘—._._

QAlabama: The jurisdiction's service is temporarily unavailable. Please try again later, 2

This Check Must Be Run Again Until
ALL
Jurisdictions Are Searched

23




NSOPR Check with Hits

When a list of names comes up on an NSOPR i
search, all names must be ruled out and National Sex Offender Search Results
documented. o fiodouiiuushmn, shshousl s Sy Yoo e
A hit that cannot be e SN ¥
ruled out by the e
information on this Make a note for o
screen, must be each name, ' CRNENIME | YRS o v
investigated further. telling how the bt il b
Click on the name to individual was AN
bring up details from ruled out. PYAPY™ W [ A—
the state where they " o
are registered. Initial each page. | |wsmniu Address
"wow | can NOT
4 e i e cter be used
Send original copy with notes & to rule
initials in original ink to WSC., \\‘P ; out a hit

24
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You Do NOT need to print this
screen for WSC.

View it to find an age, birth date,
gender, race, middle name, or
picture to rule them out.

Do NOT use address or location,
except if the person is listed as
incarcerated.

Information will be found in
different locations on the pages
for different states.

Registrant: MARK DUNCAM
DOC ID#: 00455644
Allas(as) MARK A DUNCAM

Description Detail

Height: BFTZIN
Wigight: 170

Eye color: BLACK
Hair color; BLACK

Photos Click a photo to view a larger versian for display or printing

06fZ22012

Photals) Taken:

Offense Requiring Registration

Conviction date: 112002003

Conviction county:  MILWALUKEE

Comviction state Wi

Criminal coda: 948 .02(2): Second-Degres Sexual Assault of a Child

Sex Offender Regist 3 —
Custody/supenvisiofE INCARCERATED
Registration begin s TN ——’:}
Registration end:
Compliance siafus; COMPLIANT

Mote: Compliance indicates that an offender is meesting registration requirements
with the Sex Offender Registry Program. When indicated, some or all offense
informaticn may be unavallable from the court of jurisdiction

Residence:  (EINCARCERATED 3

25



WATCH Check Instructions

For Members and Covered Staff in schools, see Instructions for Optional Use of OSPI
WATCH and FBI Check.

To run the check and obtain results:

* o to hitp:watch wsp wa.gov

* Login and click on *Criminal History Request: Process Criminal History Reguests”.
+ Enter first & last name and date of birth as they appear on govemment issued photo

I0. Middle initial, gender, and race are optional.
# Results will come to your WATCH “In Box™.

NOTE: Printouts of transaction history logs or list of results in an in box do not meet

compliance reguirements and this method of providing the results will not be
approved by WSC as the required documentation.

* Click on each person's result and print each full-page results report (Web Search No

Record Found Report or Web Search Transcript).

To review and document the results:

* To be automatically cleared, the results on this check must come back in cne of two

ways with the results either reading, “No Record” or “No Exact Match®, which
means there is no conviction record in the WSF database that matches the search
criteria.

+ [f the record shows “Mo Exact Match”, but there is a “candidate list” of one or

more names at the bottom, then you must check each name on the list and
document how it is not the person you are checking. Name, gender, and date of

kirth are the most common ways to rule them cut. You must initial each page of this

4 WATCH

candidate list.

NOTE: If one of the individuals on the candidate list turns out to be your applicant,
then you must print the record for that name and follow the instructions below for
when a record is found.

* [f the record shows “Duplicate Match”, this is not cleared and does not meet

compliance reguirements. Follow instructions on the printed Web Search Transcript
to send additional infoermation to WSP so they can do a more in-depth review of the
record. If results are not narrowed down after the second check, WSP will require a

thumbprint to be sent in so they can match the correct record.

* [f a criminal record is found for your applicant, print the complete Web Search

Transcript. You must verify that the individual does not have any murder convictions

or any convictions that requires them to register as a sex offender.

Send the original completed WATCH Check to the WSC with the enroliment paperwork.

WSC must receive the original printout with any notes in original ink.

26



http://watch.wsp.wa.gov/

Correct WATCH

No Record Found Report
is the screen to print for
anyone who has no
criminal convictions in
Washington State.

Before sending this in
to WSC, verify that the
name and date are
correct according to
the government issued
ID used to verify their
identity.

WWATCH

WASHINGTON ACCESS TO CRIMIMNAL HISETORY

Web Search No Record Found Report _=

Identification and Criminal History Section
P.O. Box 42633
Olympia, Washington 98504-2633
Telephone (360) 534-2000

THE FOLLOWING WEB SEARCH MO MATCH FOUND REPORT
IS FURNISHED FOR OFFICIAL USE ONLY

This report was generated from a transaction run on 08/20/2010 at 11:17
Conviction Criminal History RCW 10.97.050(1)

Pursuant to the purpose of inguiry, NO RECORD was found in the Washington State
Criminal History Repository based on the descriptors provided:

,SAMANTHA DOB 11/02/1988
This may mean that the person you searched for has no criminal conviction record OR

that your search criteria did not match the spelling of the person's name or date of
birth.

Positive identification or non-identification in the Washington State Patrols database,
can only be determined by fingerprint comparison.

27




After submitting your
request, the results come
to your “IN BOX"

This check is not yet

complete. DO NOT print
this screen.

the underlined result to
display the report for
each individual checked.

Incorrect WATCH

s WATCH

WY ARH PG TON ATT 1 SE I EL HE THR

IN BOX g . =

F" CLICK Underlined |

 Fiesult To Display f subject Date Run

Iteq.lesrs in the
current order @ 0

m
I 5 o Record Fod e PR gz 0n
et T 11984 SEX M RAC U PURR
/md//
:lhl-n Rasard S
Found Help Guide | Home | Accownt Manggement | Miew
@] Exact Match Eoports | Criminal History Request | In
Ef.arﬂldatel.lit Box | Archive | Legoa | Contact account Adrinistrator | FORMS
Passible | Erequently Asked Questiorns
:_'_'HDLphcatE . S
atch Found
(¥ Failad
Search In
EFragn:-ss Try
.ﬁﬂln

28
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Web Search Transcript is what
you get if there is a possible
record found.

While the results say no exact
match was found, this one
includes a candidate list of

records with similar criteria N
what you entered.

You must make notes (hame,

DOB, gender, etc) why each name
listed is not your applicant, then |
initial each page.

WATCH with Hits

WSFWATCH

WASHINGTON ACCESS TO CRIMINAL HISTORY

Web Search Transcri
YWashinglo dle Falrol
Identification and Criminal History Section
P.O. Box 42633
Olympia, Washington 98504-2633
Telephone (360) 534-2000

THE FOLLOWING TRANSCRIFT OF RECORD
IS FURNISHED FOR OFFICIAL USE ONLY

This report was generated from a transaction run on 08/20/2010 at 11:01
Conviction Criminal History RCW 10.97.050(1})

This may mean that the

son you searched for has no criminal conviction record OR
that your search criteria do

t match the person's name spelling or date of birth.

WATCH did retd

ndidate list’based on the provided search
descriptors:

T L
siD NAME SEX RACE HT WT EYES
1. WATTT45956 CHRETOPHER M L 00 165 BLW 10501 F1ea D08

RightThumb Print(Cpt
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If the report comes back and
says possible Duplicate
Match or Duplicate Record,
then you must take
additional steps in order to
complete the check.

Follow the instructions in the
lower section of the report
to request a more advanced
search from the Washington
State Patrol.

EFEWATCH

|
st o
WASHINGTOM ACCEBS TO CRIMINAL HISTORY

Web Search Transcript
‘Washingion 5tate Patrof
Identification and Criminal History Section
P.0. Box 42633
Olympta, Washington 98504-2633
Telephone [360) 534-2000

THE FOLLOWING TRANSCRIPT OF RECORD
IS FURNISHED FOR OFFICIAL USE OMLY
This report was generated from a transaction rum on 08/10/2012 at 09:33,

Child/Adult Abuse Information Act RCW 43.43.7

Pursuant to the purpoese of inquiry {a possible DUPLICATE RECORD wasjfound in the Washington State
Criminal History Repository based ohwlie descriptors provided:

[ ] OB 06/19/1960 SEX F RAC U PUR R

Please refer to the following Instructions to resolve this possible duplicate match result.

A possible DUPLICATE MATCH indlcates there may be two or more exact name and date of birth
matches to the search criteria used. For a more advanced search to detenmine ff there is a true
duplicate match, fax this Web Search Transcript to (360) 534-2073. Please Include your WATCH
account number, user name, telephone, and fax number.  you do not have access Lo a fax machine
you may mail this to the address at the tap of this branseript, Faxed requests trpkzl.ly take 24-48
hours to process during normal buginess hours.

If your applicant has a Compromised Identity Claim [CIC) on file with the Washington State Patrel
|dentification and Criminal History Section include a copy of thelr CIC card with this Wab Search
Transcript to recelve the RAPSheet assoclated with the 510 number on thelr €IC card.

If & true duplicate, a thumbprint will be required to receive the final results otherwise the resuls will |
be returned to you, Pleasa call {360) 534-2000 or e-mail watchhlp@wsp.wa, gov il you have questions.

Right Thumb Print {Optional)

30
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General Overview:
*BI checks must be done at FieldPrint

.WebSite iS different for members aﬂd SuperViSOl‘S (except for WorkSource Supervisors)

*WSC pays for member checks — the code is emailed to supervisors
‘SitCS pay fOl‘ SuperViSOf ChCCkS (except for WorkSource Supervisors)
*Results are kept online for a limited amount of time

*Once downloaded, results are deleted

DO NOT ACCESS RESULTS ON YOUR PHONE

31




» FBI - Membets

Member FBI Check Instructions ?—GIVC these instructions
Steps to get fingerprinted: tO the member (from

1. Go to www.fieldprint.com and enter the code provided by your Project Site
Supervisor. . . .
2. Follow the instructions to register with Fieldprint, tl I e ( ; ' Ilde tO ( ,rl I I lll l al
a. Enter legal first and last name exactly as it appears on your government-issued
photo ID. Thiz must be the |D submitted to WSC to verify identity.

k. Enter Personal Review when asked the reason for your request. B k d ( h k

c. Check No when asked if this is for employment, licensing, or apostille. aC groun eC S
3. Fieldprint will review the information and send an email that the registration is

approved (usually within a couple business hours).

4, Log in, click *Continue Scheduling” and complete the demographic information.
5. When Service Site is requested, enter your sponsoring organization (project site).

6. Select a Fieldprint Livescan location and schedule your fingerprinting appointment.
a. Members must choose “Livescan” locations clearly defined as “Fieldprint
Site” in the location name, and “Preferred Site” in the Notes field. All other
locations will require your project site to get approval from WSC prior to
scheduling your appointment.
NOTE: Cancellation/rescheduling fees apply if you do not show up at your
scheduled time and fail to cancelichange at least 24 hours in advance.

Steps to take after fingerprinting:
1. You will receive an email from Fieldprint indicating your results are ready.
NOTE: Call Fieldprint if you do not receive this email within 2 days of fingerprinting.

2. Follow the instructions in the email to log in and retrieve your record on a computer
with a printer. DO NOT access your results from a mobile device! This will
cause an emor that will require you to re-do the process and create an additional
charge for your project site.

3. When asked for permission to share the results with WSC, you must answer “Yes" in
order to be eligible to serve and for WSC to pay for this FBI check.

4. Print the results and deliver to your Supervisor ASAP (they must submit this with
your enroliment paperwork 2 weeks prior to your start date).

Contact Fieldprint customer service team with any issues or questions at:
1-877-614-4364 or customerservice@fieldprint.com.
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\ FBI - Members

Fieldprint Registration

2 3 Maad Maore Help?

: &
Name and b”__th L_I"hﬁ- . oo [Eulaﬂ-uw-qmur" Email U5
Country of

date must be Qualification Form g fsse sy irersionand iy o s i b ek el Citiz enshi
entered exactly must be USl?A
as Shown On Applicant Information 'Gw:mf:u.ieuﬁtfm _ 2 S S
government-
issued photo ID

Fieldprint

e [ / cannot run your
war Digits of Sac bl Securiy busbi | @."_ -
S — e ~ | check if you say

Check “Yes | s — you are not a
Citizen of the

USA

Reason for

RE q ue St U, Glttzen or Logal Permanant Resident L']'r-e_ [:]h:p i
u * Eountny of Cilizenship  United Statwe of Amesica 0580 [l (@)« country ot Rusiance  United Sties of Ameica g [l| @
Personal

R - 17 omuaumm;?[ i __ —_| @ o o ) C h ec k NO
EVIEW * |5 ttits request for employment, Bcensing. o an aposslls? 0] Yes [ No__: Th I S I S not fo r

Mo i you Besor about Flshprint 7 | @

employment.
h i e
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ﬁ\ FBI - Members

*Member will receive an approval email
*].og back in
*Complete demographic info

*Enter organization name on screen below

m{@] Vilglcome, maduncan@esd.wa.govl LogoLt h Espariol
2

[ Need More Help?
Freguenily Asked Questions

Data Time and Location Corfirmation
Collection

141 i ¢ n o We valiee your persona| information and keepling tsecure st ALL AR Yous information s seved as you complete esch siep. Youcan og in
Addltlﬂnal Infﬂrmahﬂ'n N times, Privacy Statement I l and cantioue at any .

_____::‘r.ization thal sent you to this website or the processing agency requasis the following addifional information,

Enter name of organization that you will
be serving with.

& Copyright 2008-2013. Fieldprint, Inc. Terms & Conditions — Privacy Statement
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all FBI - Members

Fieldprint Scheduling

The scheduling page will
default to search from your
home address.

You can search from any zip
code or city/state in the U.S.

Members must use
Fieldprint Livescan sites.

If this causes a hardship, please
contact your supervisor to work
with WSC on a possible solution.

— Ao, Wi

Do NOT use non-livescan locations.

fnziecm madoneangiesd wa goul
Vi
o

Dista Tirme and Losstan
Cobecian

Schedule Your Visit

<iiilla Fingerprinting Location Ustimuiareacies

Confimabon

e ha
B tres

[

o AR o Ielkesing | G AL
Ervy) Sl

SNIDT YOLT MM, WO, OF DTV DOMEEn] adre o bt and < Bk i Find butmn @

Locations

00D &0 FPOITNL IS mae, Joi mu'rmmn whangs cv canal fess than 34 hoars dwizre fe
appolriment fme a chags,

wilbaai nEnrring

Tl fee winm focalians Best Fetdprint fingarprinfiog unfs. Flase mam&cmﬂmwmﬂrm
march fo

ralaniad 1o she Sesined fosadion oo b gt soleduing Four sEpo lment o click Find k.

AT F LA adrees,
Location horme

BE A, Fieldpriet She - Posibel
111 HadTian Avais

Corbsala, Wt

oz ndu...l.luh - The: Green

fr.us Marn veay East
n-u’.‘ i e s Cander
Sulte T; ar door B right of min

IFE Pl Al S - Ml e
Fress

1111 A St

[hetwmen 110 S0 126 &t
aoros fiom pas] offios)
Trcoren, VA

4 muummmﬂmm

5. @rays Herbar County Sherifls
Qdficn

1150 s Bradamy
Hum 3
Moriazanc, ', 103

£, Waslport Police Departia

LSS — - —)

BT.T mi

s m

0.3 mi

A\LET

0 nxan

MTUW THF 0700 AM - 07 00
M Auginla Oy Sppammam

.
b Aegiest Appoiment

S F ORI &AM - 0430
FMNciwx'mmmﬂ

F EcaM - :'Ihﬁ

Haed More Help?
Freguantly Asked Cuestions

¥ TR W i e el e e L £ g
g e

T T

Mt
oy 9
'ej
@

Procasamg

F7.00 - Sin Foe

F10.00 - Sitw Fon
Aocephs Residents Only

$10.00 - 6o Foa

FERR N
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FBI - Memberts

Fieldprint Appointment Confirmation

Your organization will be charged $25 if the member cancels or
changes the appointment with less than 24 hours notice

Available Dates and Times

Enter a date {mm/ddfyyyy) or select an available date from the calendar:

LGN e AN e e < March 2013 April 2013 =
-US-}- IH-}— U139 ' SuMo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
+ 3 1l allelisls

Eet Availlable Times
1 o Sesiysurene about 1o schedule an appeintment for 03/19/2013 at 12:00 FM.

s ““ailable time on:
Yormreorrrd, 2013

3 Once an appeintment is made, you may not make a changes or cancel (2s: than 24
Afternoon: 12:00 hours bafare the appeintment time without incurring a charge,
12 PM - & PM =

Click Continue ta schedule this appoeintiment.
Click Cancel to select another appointment time,

Location Nama: Fieldprint Site - The Green Box

Evening: Sefect... .

FM-11PF o
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L85 FBI - Members

[ 4

L~

If a member accesses Fieldprint results on a phone, they

will have to be fingerprinted again and your organization
will be charged $48
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FBI - Membets

Sharing results with WSC
After downloading Fieldprint (@)l «=- reummm

Need More Help?

results, this screen wingumniy Ashed Gussliany

comes up. o . F SO SRS

Please save or print your Criminal History Record Information; per FBI requirements, the results will be remowved from the
websine after thay are viewad.

Your crminal records resulis have beon downlozded, Ifyou did nod receive the ¢ownload, please ciei kers 10 iry 2330

M e m b e rs m u St .5I0rags of Your Criminal History Record Information

ooy WLk Bke Figlaphnt® bo retain 3 3Py B poUF PR EUllE-an SHE SyRlem faf sevan @55 S0 Yo CaN W IRem 38R plesse =nack e hoy belsw

agree to share MeT————— Bl [T e b
re S u It S Sharing of Your Criminal Records Histery Heport

e | ect ro n i cal Iy Wi t h oo rm-; st ----+:__--:|-|r|' 10 SIS IUCH I SN1306 F0Lr 1asulls Wil Washington Service Conps

O Qe

WSC in order to be “——— | Mustclick “Yes” in order to
eligible. — be eligible to serve

Challenging Your Criminal Records Histery Report

Remember to click
“Save and Continue” o mes nmiossou s

E 0 € 1AL il |
& by @ Rl i
: s Tt fenos! -
7 al 50N A L st sigia BE Mot NEve ity
3 mie o the

e b e FBI weks CAfg 8 F2pn

Eifi i i QriEn aEi-ERicis. - m=Lai i e al s
* O Copyrght 30082012 Fieldpnnl inc  Torme & CondMone Prvacy Jistsmen!
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Candidate’s
name and

address will

FBI Results

1987 (Rev, 05-26-2032)

U.5. Department of Justice
Federal Bureau of Investigation
sriminal Justice Information Services Division
Clarksburg, WV 26306

DATE: 08-18-2013

appear here

‘ -

I

The Criminal Justice Information Bervices (CJIS) Division of the
Federal Bureau of Investigation has completed the follewing
fingerprint submission:

Candidate’s
name will
appear here.
This name
must match
the name
listed on the
WATCH,
NSOPR, and
authotrization
form.

Subject . Search Co

A SEARCH OF THE FINGERPRINTS
FROVIDED BY THIS INDIVIDUAL
HAS REVERLED NO PRIOR ARREST
DATA AT THE FBI.

Social Security number: KHX-EX-KXXXK

The result of the above respense is only effective for the date the
submission Was DL‘:L%jnalLy completed., For more updated information,
please submit new Fingerprints of the subject.

In order to protect Personally Identifiable Information, as of
August 17, 2009, FBI ?(I)Lj_cy has changed te no longer return the
fingerprint cards. This form will serve as the FEI's official
response.

J 625-5590.  You may also visit the Web site at www.fbi.gov for
further instructicns.

Ang‘tquﬂﬂticns may be addressed to the Customer Service Group at
(3

This Criminal History Record Information (CHRI} is provided pursuant
to 28 CFR 16.30-16.34 solely for you to conduct a personal review
and/or obtain a change, correction, or updating of your record.

This CHRI is not provided for the purpose of licensing or
employment or any other purpose emnumerated in 28 CFR 30.

G Ly A

Kimberly J. Del Greco

Section Chief

Biometric Services Section

Criminal Justice Tnﬁ'cﬁrE@cE'V
Services Division ED

JUN 20 2013

WA Service Corps

Date the

check was
run

This result is for
someone with
no arrest of
conviction data
whatsoever in

the FBI database

5°




Qut-of-State Check Instructions

Required for anyone living outside of Washington State
at the time of application to the AmenCorps position

Please refer to the most current WSC List of Approved Out-of-State Repositories to
find the information for the state in which the individual resided at the time of
application. These are the only approved state repositories that are authorized by WSC
to provide the results. The use of any other agency or vendor for obtaining these results
is prohibited and will not satisfy the requirements of this check. Information in this list
will help you to assess the cost, process, requirements, and turnaround time for the
state of residence check on each applicant you may be considering.

The Out of State check should indicate that the applicant did not have any convictions
for murder, or for any crime that would required the individual to register as a sex

affender.

Out-of-State Waiver Request

If out-of-state check results cannot be obtained by the enrcllment deadline and the
check was initiated before sending the enroliment packet to WSC, then the enrcliment
documents must include a completed WSC Criminal Background Check Cut-of-State
Waiver Form.

If the waiver is not completed in full, the applicant will not be eligible to start on the
originally anticipated start date. This will move the applicant's start date forward to the
next scheduled WSC program start date, provided that the additional information
necessary is provided to the WSC by the comesponding deadline for that next start
date.

The check must be initiated prior to submitting a waiver form. The waiver form does not
forego the check, it only allows the member to enroll and begin service while the results
are pending. You must provide the results to WSC as soon as they are available.

Any member enrolled with a waiver will be subject to accompaniment requirements
during all hours of service until the results are received and approved by WSC.
Accompaniment means that someone who is cleared for access to vulnerable
populations must be in the physical presence of the member at all times.

Note: Supervisor should notify their WSC Program Coordinator if efficiencies, cost-
savings or other resources beneficial to other program supervisors are discovered while
working with the repositories listed_

&y

MT D
oR o
5D
WY
HE
L1
uT
CA co s
b 0K
HM
T
AK

v Out of State Checks

Ll

AR

Li

Wil

ME

WY
Ml
P
oH
IN
WY
Ky
NC
™
5C
AL GA

FL

each state’s website and costs of the check.

*Checks will be accepted ONLY IF acquired via
the approved repositories.

ME

L2
DE
bc

*Required for anyone living outside of Washington
State at the time they applied for the AmeriCorps
position
*The list of State Repositories at the end of the
Guide for Criminal Background Checks shows

Rl
cT
HH

MA
o
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v Out of State Checks

California

e - 1

Redwood & /‘"‘J o~ .Lava Beds

\-\ Nat'l.'Fk.

Sac\ramenéo 2
I Chica ™
RN Tt

2 SACRAMENTD

% HEVADA UTAH

'Llake Tatos
L SIERRA
T NEMADH

ket zfield
erstield, .

< TDESERT 4~ -

: ': San Bernarding 5-

Falm® Jozhug Tree
Long Beﬁfh Springs B Hatil. Bk

*WSC will only allow a site to
enroll members from California
if the site has a staff member
approved by the California
Department of Justice as a
Custodian of Record.

*Please check the State
Repository list in the Guide for
more details on this process

" f ’_\|_ o Mat'. Mot
o M Shazta i
\Lassen Vo1can1c 2

= £

wreley 1Pk
4
4 e
3= o L eeDeath Yallay
"t Yihj L batl Pl
dosquin s N .
Fresna® Sequoia e
_ - Nat'l. Pk, ; e

Anzona

5 # & Mavajo
HEVADA 1Pl g -~ o Mat'l. Mon.

| PAINTED =ga

DESERT Canyon

de Chelly |5
Wupathki ]

Hat'l. Mond'\\_ Mat'T. Mon. |6

- . TFetrified

o Flagstaff Fiast

A ovao N Nat'l Pk, i
% Lake Hawasu City R Lr’&‘?}%—., !
E A i i
Codorads ¢

CALIFORHIA Prescott’ S 25 i i" NEW MEXICO

"TARIZON ) !
A Colorade ‘ .'

e
PHOENI f T o
G]enda]et*“swus‘ja]e - "\:\ i |

j Tempe ,\/—-’-'\1 v B
= -\,_;-"' Casa Grande‘ Cﬁsﬁsﬁ;‘:?_\ 'j\ S _h/
Organ Pipe Cactus  aSaguara Mat'l Pk,

e
EEAREY Nat'T. Man, 1, % 1

*If you select a candidate from
Arizona there is currently an
exemption from obtaining a check
from the State of Arizona.

S COLORADD

Tombstone‘
e B +Sierr’a Vists [
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Criminal Background Check Certification

Sponsoring Organization:

Member Name:
First Name Last Name

Please check appropriate boxes below.

v NSOPR reviewed and results sent to WSC

v WATCH reviewed and results sent to WSC

Check OMNE of the following:
[ FBI check results reviewed and sent to WSC
“OR-
[ FBI check initiated and waiver submitted to WSC while awaiting results

Check ONE of the following:
[ Out-of-state check NOT REQUIRED for this individual
-OR-
O Out-of-state check results REVIEWED and sent to WSC
“OR-
O Out-of-state check initiated and waiver submitted to WSC while awaiting results

| certify that we have reviewad the results of these criminal background checks and we have
considered those results in the decision to select this member.

Project Supervisor Name:

Project Supervisor Signature

A Certification Form

*Page 3 of the Member
Enrollment Packet

*Supervisor must complete
this form prior to enrolling
the member

eMark the box for each check
*Sign and date

*Mail original, signed copy with
complete enrollment packet
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FBI - Supervisots

e
D _
|

* Supervisors and members complete same background checks.
The FBI process 1s different for supervisors and members.

e Goto (Website is different for members!)
* Register, schedule, and pay online with credit card

* Check the box to save results for 7 days

* Print the results

* Send original results to WSC with other background check
documents (authorization form, NSOPR, WATCH) immediately.

43


http://www.fieldprintfbi.com/

Background Check Questions?

Background check questions for program year
2013 -2014 should be directed to:

Mark Duncan
WSC Compliance Coordinator

360-725-9543
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The enrollment packet, instructions, and background check
information are on our

@\
R 4
(o % s

Enrollment Forms

[eFCAMEHT SICLETF DIFAETNT

Washington Service Corps enrollment forms

You can type yvour information nght into the Member Enrollment Packet PDF. To do so, first
save the file to your computer or network and then reopen it using Adobe Reader.

= Member Enrollment Packet 2013-2014 (PDF, 2 ME)

« Instructions for completing WSC enrollment packet (FOF, 118KE)
= Guide to Criminal Backaround Checks (PDF, 2.2 ME)

* FBI Check handout for members (POF, 1.1MB]

46

Go to AmeriCorps.gov


http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/americorpsusa-enrollment-forms.php

ﬁQ’) Enrollment Packet Due Dates

« All enrollment paperwork, including criminal background checks, are
due at WSC prior to the member’s start date.

e Use NEW forms located on WSC website.

« Incomplete packets will delay member’s enrollment to the next
scheduled start date.

Start Date Paperwork Received by WSC
9/1/13 08/19/13

9/16/13 09/03/13
VAVAK | 09/16/13
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Enrollment Packet

st e

Enrollment Checklist

Start | End Dates:
eseonone  E
appropriate term) "

0901/13 - 071154 BHEM3 .The iS a

08M6/13 - 07131144 2013
Sponsoring Organization (Project Site) Name 1000113 - 0811514 3HEM3

Step1  Confirm Member eligibility: ﬁﬂable fOf m

[[] Background Check Authorization Form (Member must sign and date this form prior to running
background checks)

Citizenship or Lawful Resident Eligibility Verification (Insircfions)
'] Government-lssued Photo Identification {Insfrusfions)

First Last
Member Mame (as it appears on their Govemment-issued photo 1.0

Step 2 Project Supervisor is responsible to conduct the required Member Criminal Background

_ *All necessary documents are

7] Mational Sex Offender Public Records (NSOPR) Check (instructions) .

] Washington State Patrol (WATCH) Check [Instructions) PD F
[[] Out of State Check if applicable {Insfrucfions) ln One

[[] FBI Check (Instructions)

Step 3 7] Criminal Background Check Certification {signed by Project Supervisor) {Instructions)

eLollow the

Step 4 The Member completes, signs, andior provides the following enrallment forms and documents: tO [ l el
Cn-Payroll Form (Instructions)

W-4 Form (lnsiructions)
Social Security Card (insinuctions)

Electronic Funds Transfer (EFT) Authorization Form (insiruciions) ll h
Mational Service Trust Enrollment Form [instructions) you Sub I I Ilt a t e re qulre
[ | AmeriCorps Application and Two References [Instruchions

Verfication of Satisfactory Performance for Most Recent Term of Service, if applicable (Instrucfions)

[[] Health Insurance Form {Instructions)

[C] Health Insuranee 1.0 Card (if applicable) (instructions) Ocul I lents accurate Y.
Step 5 Project Supervisor meets with the Member, reviews and signs the following:

Member Servics Agresment (Instuctions)

Member Position Description [Insfruchions

-8 Form (instruciions)

@ Eligibility confirmed and background checks done? Proceed ro the nexr step.

Step 8 Submission of enrollment packet by Project Supervisor:
] Assemble all required paperwork in the order it appears on this form.

The complete enrollment packet must be submitted to WSC by the due date. You can mail to us via USPS
o PO Box 3046, Olympia WA 38507, or send wvia Federal Express or UP5 ro our physical office location

(click here for our physical address).

Packets must arrive no later than the required due date for the member to begin service on the planned
start dare. Please ensure that enroliment pachets contain all of the complered forms and required
documentation. If paperwork is not complers, the enroliment may be delayed undl the next scheduled
WEC smam dare
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Retention Strategies

Being upfront about the benefits and challenges of national service
can help your members successfully complete their term of service.

Here are some ways to recruit for retention:

1.

Communication — It begins when you have accurately described
the volunteer position during the interview.

Position Description — Create an accurate description of what
the member will be doing. List important tasks and expectations.

. Agency Orientation — An orientation should cover the agency’s

history, mission, programs, population served, and staff
introductions, and help to incorporate the member into your
agency.
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Retention Strategies

D _
|

4. Training — Members should be given adequate training for the
tasks required of the position. Members are allowed up to 340
hours of training that enhances their ability to be successful in their
placement.

5. Supervision — Members need to know to whom they should turn
with a question or for feedback, as well as how the supervisor will
be evaluating their service.

6. Evaluations — members have a right to grow professionally and
therefore require constructive feedback of their service.

7. Recognition — Recognition — Recognition — it’s what makes us
all perform better in our professional lives.
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Go to Ameritorps.go\:

£ :ﬁl)erformance Measures & Reporting
>, |

Quarterly Progress Report -

Quarterly you Demographics
submit progress

reports to WSC

The AmeriCorps Demographics Report provides infarmation that Corporation staff use
to monitor grantee progress and respond to requests from Congress and other
stakeholders. Some information provided in the report may be used to promote
service. In addition, program staff use the information provided to identify trends and
Issues that may lead to changes in policies and procedures. allacation of training and
technical assistance, or opportunities for peer learning.

Googledoc Volunteer General Performance

includes: Data Information Measures



https://spreadsheets.google.com/spreadsheet/viewform?formkey=dGlDcEw0ZkJwUlM2Y2ZsU3JXUUZkZlE6MQ

General

Information

Number of new unduplicated volunteers recruited by
AmeriCorps member

Number of new and returning volunteers retained by
AmeriCorps member

Number of Baby Boomers (born 1946 — 1964)
Number of Veterans
Total number of Volunteer Hours contributed

Identify the volunteer recruitment & retention strategies
used this quarter

* Number of Disadvantaged Children/Youth Served by
AmeriCorps Member

* Number of Individuals Mentored by your
AmeriCorps Member
* Number of Individuals Assisted with Independent
Living
52



Quarterly Reporting

. * Number of unduplicated individuals
Primary completing an AmeriCorps supported
| Performance educational or training opportunity

* Number of unduplicated individuals who
indicate increased awareness or knowledge of
topic

S

S q * Number of unduplicated individuals
ccondary receiving job training and other skill
Performance development services

Measures * Number of unduplicated individuals
who demonstrate increased job

readiness /

53
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£, ‘*\Site Specific Performance Measures

Va
—

Site specific measures get

emailed to your WSC Project
Coordinator quarterly

WSC Individual Placement Program 2013-2014 Program Year

2nd 3rd 4th Percentage of PY Reasons for not meeting quarterly

Project Performance Measures 1st Qtr otr Qi Qtr goal met expected progress

2012-2013 Goals 25% 50% 75% 100% (Indicate quarter before explanation.)

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!

#DIV/0!
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Member Training Plan

N

{

The project supervisor must provide, or arrange for, and track training to ensure
members achieve WSC required training competencies.

Note: Add your two site specific training objectives listed in your project application in the
spaces provided at the end of the Training Plan document.

The training plan should be kept on site with the member file.

The project supervisor and member will use the WSC Training Plan to:
Track completion of required trainings, including the dates and title of trainings
completed.

The Washington Service Corps will ask for the progress on member training
during quarterly progress reports, member performance evaluations, and during
annual monitoring visits.
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Member Training

% SERVES, October 28 — 30, 2013 in Yakima, WA —
Mandatory

< Workshops presented at the SERVES conference
address many of the core training areas however,
should the member not get the required training at
SERVES, it will be the responsibility of the site to
provide that training,

< WSC Core Trainings include:
v AmeriCorps Orientation
v Cultural Competency

v Volunteer Recruitment, Training &
Management

Effective Communication
Leadership Skills Development

Performance Measurement

S NN

Life After AmeriCorps

56
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- v Performance Evaluations

©)

AmeriCorps members’ performance will be evaluated by you
twice a year. This is designed to be an interactive process that
promotes professional and personal growth.

Due dates:

New Arnencan Stari

“United States. gave me
~asylum. But 1 was afraid

of making mistakesonthe ~ Jig | ! o 3 1 St
citizenship application.” \ January

* . |
“Now | practice English :

B\
and help others to become 3 O th
==ra " o 2 June
- 1oy of origin - % -
. ecion WAS, .
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Timesheets

A timesheet must be completed for each month of service using the Excel member
timesheet workbook.

Round time to the quarter hour: 8.25, 8.5, or 8.75.

Both the member and the site supervisor must sign and date the timesheet in ink
after the last day of the month.

Mail original timesheets to your WSC Program Coordinator within one week after
the end of the month.

Maximum hours allowed to be claimed for a day is 14. If members supervise
overnight trips, they must be given a rest period.

Timesheets containing errors will be returned.

If changes need to be made to the timesheet later, submit a revised timesheet as
soon as possible. “REVISED” must be written across the top of the timesheet.
Retain copies of all signed member timesheets in member file onsite.

For further guidance on service time refer to WSC Policy # 9, Member Hours and

Allowable Service Activities.
58
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Prefill all three lines on

the September tab

LEAVE THIS BLANK.
Supervisor should not
sign here. (This line is
used for TEAMS

sites.)

Member Signs Here

Supervisor Signs Here

Tabs for each month &
totals. Make sure
member selects the

correct month

B C u] E F [E] H | J K L ] I u} P o R 3 T
Yarhingien ST Washington Service Corps
: — Member Timesheet

. CROSSING OUT OF HOURS IS NOT ALLOWED.

Member Name:

Month | Year: September-12

Member Service Location:
& S rnt From Fraject Srganiotion

Project Organization Nan

W5C Program Coordinatc

10 Instructions:
1 I the dailw boxes, please list anw hours spent in service, any hours spent in training and any hours in fundraising in direct support of the project.
12 Only round to the nearest quarter hour if necessary [e.q. 8.25, 8.5, or 8.75).
13 Mo AmeriCorpz™State mernber may spend more than 1072 of their total hours in fundraising.
14 Mo AmeriCorpz™State mernber rnay spend rmare than 2072 of their total hours intraining.
15 |Please sign the Form in ink on or after the last day of the month and submit to your Supervisor.
16
17 Pay period for days st - 15th
15 Calendar date: 1 2 3 4 5 B T 8 9 10 11 12 13 14 15 Sub-Taotal
1 Service Hours: 0.00
B raining Hours: 0.00
> FundWyising Hours: 0.00
. 0.00
23 Pay period for da fith-30th
24 Calendar date: T 18 13 20 21 22 23 24 25 26 27 28 23 30 Sub-TotalMonth Total
25 Service Hours: 0.00 0.00
75 Training Hours: 0.00 0.00
7 Fundraising Hours: 0.00 0.00
. 0.00 | 0.00
29
30 REQUIRED
MEMBER: Eu your signature, wou certify that the above time represents actual s5¥igg and ® lwerifu that, to the best of my knowledge. the
training haours during this period. \ aboue ti arvice and training hours during this period.
Member Signature [in ink) Date Site Revi {in ink) Date
? Camand S W WSO8 G5 G SAErE Eratind o
e, B O O Rt e rdenn e Cerered St por 10RS
PROJECT SUPERYISOR: | cerify thiz member iz eligible for pavin accardance with
38 | policiesin the Member Cantract.
Sept . Oct ~Nov ~Dec ~Jan ~Feb ~Mar ~Apr ~May ~Jun - Jul ~Aug ~ Totals ~%J 1
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v Timekeeping Tracking Tool

SLhe 1s on our website.
Total hours served to be on track at the end of each pay period®
Member
Start Date 15-5ep 30-5ep 15-Oct 31-Oct 15-MNov 30-MNov 15-Dec 31-Dec 15-lan 31-lan
Septl 81 162 243 324 405 4386 567 648 729 810
Sept16 X g1 162 243 324 405 486 567 G643 729
Octl X X 81 162 243 324 405 456 567 G643
Oct 16 X X X g1 162 243 324 405 436 567
Member
Start Date 15-Feb Feb 28 15-Mar Mar31 15-Apr 30-Apr[  15-May| 31-May 15-Jun 30-Jun
Sept 1 891 8972 1053 1134 1215 1296 1377 1458 1539 1520
Sept 16 810 891 972 1053 1134 1215 1236 1377 1458 1533
Octl 729 g10 891 972 1053 1134 1215 1296 1377 1458
Oct 16 G643 729 810 891 972 1053 1134 1215 1236 1377
Member ) _ _ _ * Based on 81 hours per pay period. This is the
Start Date 15-Jull July 31 15-Aug 31-Aug minimum needed each pay period to reach 1700 hours
SEICIT.]. :1?D1 a —— X a by the end of the term. It does not account for
sept _lﬁ ILEZE! _”Dl * —— a longer/shorter months but is just an average number of
Octl 1533 1620 1701 |x
hours needed.
Oct 16 1458 1539 1620 1701



http://www.esd.wa.gov/washingtonservicecorps/docs/ip/tracking-tool-member-hours.xlsx
http://www.esd.wa.gov/washingtonservicecorps/wsc-americorps-individual-placement-program.php

>
[

Training

@:f) Types of Hours to Record
2‘3

See WSC Policy

#9 for more info.

Hours towards direct service for
project

Hours for member development,
SERVES training institute, other
trainings, and classes.

20% Limit per term of service

Fundraising

\

Hours raising funds that directly
support the AmeriCorps project

only
10% Limit per term of service

601

eriCorps.
Goto Amertcgp';s.pgov
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Leave Policy

Leave must be pre-approved by supervisor.

No set vacation, sick, or personal leave days.

Members on-track to achieve 1700 hour
requirement may be granted short-term
(a few days) time off for personal
matters.

Members not on-track to achieve 1700
hours may only be granted time off
for urgent personal needs such as
medical 1ssues, family bereavement
leave, and (DSHS) appointments.
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Leave Policy, cont...

\\\ W\W\“ W

Unexcused Absences B Holiday Leave

* Three consecutive unexcused * Generally the same as sponsor
absences may result in site.

termination. e Unless approved service 1s

scheduled, holiday hours will

] not count as service hours.

Suspension ot | ‘Military & Jury Duty Leave:
Administrative Hold * Members will be granted leave

* No service hours credited or an.d. SERIR hours.
living allowance paid. * Military: Maximum 15 days
paid duty service.
* Jury Duty: Must provide a
copy of the summons to the
project site supervisot.




E?\ Alternative Service
£ ar
°)

* Members may need to perform alternative service when unable to

serve with the host site due to school breaks, extended agency
holidays, as the result of inclement weather, or to make up hours

because of personal absences.

* Alternative service may be in addition to regular service at the
discretion of the supervisor, and not in conflict with site
expectations.

IAIternative service must meet three criteria:

1. The service must be pre-approved by the project supervisor.
2. The service must be performed under supervision of a non-
profit organization or a local, state, or federal agency.

3. The service must be
64


http://www.esd.wa.gov/washingtonservicecorps/docs/forms/alternative-service-hours-052512.docx

< Service and Training outside of the United States is prohibited by WSC.

< All out-of-state training needs prior approval for a member to travel outside the
state of Washington.

< Supervisor makes the request in writing to the WSC Program Coordinator,
and includes:

< Date(s) and hours of training
< Description of the training and how it ties into the position description

< Identify that the site will pay for all member costs of training and travel

65
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@ \ p S See Member
Lol P - OBSTESSIVE S 1sciplinary Service Agreement
> i— Action ideli

Any behavior which affects the member’s ability to perform in their
service assignment, or that is not in the best interest of the site or project
will be subject for review by the Project Supervisor. Disciplinary action
may be taken as outlined in the Member Service Agreement.

It 1s the intent that problems are settled at the local level. We

encourage proactive problem solving over disciplinary measures.

d  Notify your WSC Program Cootdinator (PC) if you initiate
this process with a member.

Provide copies of written warnings to your WSC PC.

Suspension needs to be discussed with your WSC PC.

U OO

Discharge must be approved in advance by your WSC PC.
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Progressive
Disciplinary Action

First offense - Project Supervisor 1ssues a verbal warning to the
member.

Second offense -Project Supervisor issues a written warning and
correction plan to be signed by both parties. Contact your
Program Coordinator to discuss the situation.

Third offense - member may be suspended for one day or more
without compensation and will not recetve credit for any service

hours missed. Has to be pre-arranged with WSC.

Fourth offense - member may be released for cause — needs to be

authorized by WSC.
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See Member Service

6 Z“?’) Grievance Procedures

-

) Agreement for

/ details




§ - Important Dates to Remember
|

As a project or site supervisor, it is important that you know
when specific paperwork is due to the WSC Coordinator. The

lets you know when timesheets
are due, days the WSC office is closed, when evaluations are due,
and lots of other important information.
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http://www.esd.wa.gov/washingtonservicecorps/wsc-americorps-individual-placement-program.php

National Day of

9 / 11 Remembrance

National Day of
Service & Remembrance

N.W Make a Difference Day

AN

MAKE A
DIFFERENCE DAY

NATIONAL DAY OF DOING GOOD

i Natt 1 Vol
Celebrate::: aﬂong%ei unteet
Service

National Days of Service

A national day in remembrance of 9/11 encouraging all
Americans to pledge at least one good deed or service
activity.

A day for helping others, created by USA Weekend
Magazine, Make A Difference Day is an annual event
held at the end of October.

In January, Americans across the country will celebrate
the national holiday honoring the life and work of Dr.
Martin Luther King, Jr. “A day on versus a day off”.

A week to bring more Americans into service, salute
AmeriCorps members and alums for their powerful
impact, and thank the community partners who make
AmeriCorps possible.

Local, state and national events this week recognize and
celebrate the efforts of volunteers. Join the celebrations

April 6-13, 2014* (tentative)

AV


http://www.911dayofservice.org/
http://www.makeadifferenceday.com/
http://www.makeadifferenceday.com/
http://www.mlkday.gov/
http://www.nationalserviceresources.org/
http://www.nationalserviceresources.org/
http://www.nationalservice.gov/programs/americorps/americorps-week
http://www.nationalservice.gov/programs/americorps/americorps-week

Go to AmeriCorps.gov

il W Other Important Dates
3 =
R

AmeriCorps Launch

% QOctober 18, 2013

% Annual kick-off for AmeriCorps programs
at Seattle Center Fisher Pavillion. Show
your AmeriCorps spirit at this energetic

celebration. (Disaster Preparedness training

offered at the Launch.) b
S WA SERVES Institute

%  October 28 — 30, 2013, 1s held in Yakima, WA

< This conference held for WSC Individual
Placement and Special Programs members

; offers training workshops to get professional,

| [I e developmental training in a variety of
| disciplines, as well as networking with peers.
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Useful Member Resources

Check out the WSC 1.P.

Webpage:

Members may access information about:

e health insurance

e childcare

* worket’s compensation

* life after AmeriCorps

e cducation award
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http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/ql-policy-procedures.php
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/ql-policy-procedures.php
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/ql-policy-procedures.php
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/ql-policy-procedures.php
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/member-americorps-healthcare-resources.php
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/project-childcare-resources.php
http://www.esd.wa.gov/washingtonservicecorps/docs/ip/workers-comp.pdf
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/life-after-americorps.php
http://www.esd.wa.gov/washingtonservicecorps/partnersandmembers/using-your-education-award.php

Demonstrating Impact

It is important to share the impact of what AmeriCorps volunteers are doing in
your communities. Inform WSC of events before they occur so we can
promote your event and share your media notices.

Each quarter you will be asked to submit the following information:

* Legislative Visits / Other Elected Official Visits
* Media Articles (video, radio, newspapers, etc.)

* Stories of Service including photo of AmeriCorps volunteer wearing WSC and
AmeriCorps gear.

Note: AmeriCorps members should introduce themselves as WSC AmeriCorps
member serving at “your site location.”
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N Stories of Service

Be Creative!
*VVideos
*Blog posts
*Written stories with pictures of the member in their gear
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| will get things done for America -
to make our people safer,
smarter, and healthier.

| will bring Americans together
to strengthen our communities.

Faced with apathy,
| will take action.

Faced with conflict,
| will seek common ground.

Faced with adversity,
| will persevere.

| will carry this commitment
with me this year and beyond.

| am an AmeriCorps member,
and | will get things done.

75
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